
APPLICATION FOR RECORDS RETENTION SCHEDULE 
,c -5- 

7 
OFFlCE OF THE SECRETARY OF STATE 

DEPARTMENT OF ARCHIVES AND HISTORY I 
RECORDS MANAGEMENT DIVISION 

J 

! -- FOR AGENCY USE . 1. Agency Address 
4pohCBt;on Dan Georgia Por ts  A u t h o r i t y  , 

Operations D i v i s i o n  
Post O f f i c e  Box 2406 

I- 1 /09/80 
' Amliution Numbor 

i 
I 84 Savannah, Georgia 31402 

FOR RECORDS MANAGEMENT USE 
A p p t i u t y u b e r  Z6 ~ I - .Ic 

Date fleceived Date Completed 

Sandra Jones Ooerations Admin i s t ra t i ve  Manaaer 964-1721. # 247 I 

! -- FOR AGENCY USE . 1. Agency Address 
4pohCBt;on Dan Georgia Por ts  A u t h o r i t y  , 

Operations D i v i s i o n  
Post O f f i c e  Box 2406 

I- 1 /09/80 
' Amliution Numbor 

i 
I 84 Savannah, Georgia 31402 

a. 
b. 

3 Estaoiisn Retention Schedule;,tecord will continue to accumulate. 
0 Dispose of present accumulation: no further accumulation anticipated. 

FOR RECORDS MANAGEMENT USE 
A p p t i u t y u b e r  Z6 ~ I - .Ic 

Date fleceived Date Completed 

SAN f 7 1980 I JAN 3 1 i m n  

Check One: a Chanqe: a Supercede: 0 Void i c. Amend Apolifation 79-26 --- No. 
5. Records Series Title (followed by  rifle used in office; if  different) 

- 
. 2. h t e s  rf Seriss 
j Esriiss: Latest 

I 1 I 

: I Documents relaxing to: 

i 1' indudedare: 

i , .  
! 

Documenting t h e  outgoing o f  cargo on var ious sh ips.  

Cargo orders (Ioa-ding 'orders),  cargo del i v e r y  o rde rs ,~ca rgo  mates 
rece ip ts ,  invo ices f o r  serv ices  rendered. 

. .  

I .  

. ~ .  
, *  .. . 

. .  
. .  : I  

f i l e  is arranged: A lphabe t i ca l l y  by shlp,  by date. 

8. Monthly Reference Rate How often are records referred to which are: 1 One to six months old d a i  l y  ; Seven to twelve months old i I Y ; Thirteen to twenty-four months old 3-4 ; 

~~ ~~ 

1-2 ? t twenty-five months and older 

Letter-site drawers ; Legakize drawers ;Shelves . . ; Other (specify) 12 Rate of Accumulation of Records 

! O W )  
~~ ~~ - 

~~~ ~ 

\R-SO-77;  Rev. 76 

: i  
. .  ~~~ 

~~ '- ~~~ ~ ~~ 

8 Warehouses.  he a l s o  handles t h e  func t i on  of  leases, i nc lud ing  n e g o t i a t i n g  leases f o r  a l l  
d i v i s i o n s  of t h e  P o r t  A u t h o r i t y  and w i t h  commercial and i n d u s t r i a l  concerns f o r  use o f  space I 1  

i I  '1 



, . - 
I 

I -Ye 

YES i NO I 10. Questionnaire 
I a. Is this the official copy of the series? 

(Place an "X" in the propar column) 
F . - 

i 

The foltowing requi 

years. 

-years. 

a. State Laiw years. d. Audit period 

r. %<era! !3%.v ~~~ ~ -. ~ ~ years. f; Fadsral retention insxructions ~ - 
Attach copy or excerpt of l w s  or regulations. Explain administrative need. j 

j 5. Sratute of limitation &+ears. e. Administrative need - 7 - . t e a r r .  

j ~~ . .  ! 

GI 
w 
a 

. ~~ . ~ -  . .  , ~ 

year (4 ; then Hold in the current files area month(sl 1 
Transfer. to local holding area. hold * yeark); then ,- 

Yr-ansfer' to  Stafc i?mxds_Center; hold ' . .  , . year($); then - -  . .  

.Q D&troy. , I  

i3 Transfer to  State Ardive t  fqr 'permanent , ,  retention. ~ . ' 2~ , ,  . - 

t r a n s f e r  t o .  dead .s,torage, ho ld  4 years; then - .. , - . .  . .  
~~ 

. .  .. . . . .  . 
, ,  . _. . - .  

. .  . . . .~ - 
I .  0 Other iS.2ecifyl 

Dupl icates f a l l  under S ta te  Wide Common Schedule # 34 (6) 

These instructions apply to all prior and future xcumulations of the series. 

mmendations in para- 
ph 12 are apcroved. 
disapproved, attach lener 

Attorney Cenoral/Desiyee 



. 2; 
SCHEDULE 

- 
OFFICE OF THE SECRET4RY OF STATE 

DEPARTMENT ARCH,VES AND 

‘-4oolicaticn Number 

i 

Post O f f i c e  Box 2406 
Savannah, Georgia 31402 

. I .- FOR AGENCY USE . 
AooIication Date 

1 1 1-30-78 

I ,- ~ 

, 2 .  Rrson to Contact Working Title 

1. Agency Address 
Georgia Por ts  Au tho r i t y  , 
Operations D i v i s i o n  

’ FOR RECORDS MANAGEMENT USE 

. 1. Dotes ef Series 

. 1971 

btest  

To Date 
z E2rliast 
-- - 

Application Number 

7 4 - 2 6  

5. Records Series Title Ifollowed by  fir/.? used in office; if different) 

I nd i v idua l  Ship Export F i l e s  

Date Heceived . Date Comolrted 

Telephone Number 
‘ i  

L -I I ____--- Operations Manager 964-1721, # 289 Sandra Jones 
13. Action Requested 

---_ . 

File is arranged: A lphabe t i ca l l y  by ship, by date. 

- 
8. Monthly Referenca Rate 

One to six months old 
twenty-five months and older 1-2 ? 

9. Annual Rate of Accumulation of Records 

How often are records referred to which are: I da i I Y ; Seven to twelve months old dai; Thirteen to twenty-four months old 3-4 

Letter-size drawers ; Leqal-size drawers ; Shelves --;Other (SoecifyV, - 

4R--50-71. Rev. 7 6  IOvenrI - 

i 
- a ~ 



, .  

~~ 
, 

- ofilmed? ItLttris_seriesm'-itlarIv mia 
L!ae$&exxwhckmwhaammw - .  &,W? - 1 i1 .  Retention Requirements The foltowing requires the series to be kept: 

1 a. state Law years. 1. Audit period years. 
years. e. Administrative need -.years. 

t. %!era1 !w - years. f. Federal retention instructions years. 

Attach copy or axcerpt of ! 3 w  or regu!stions. Explain ailministraiive need. 

*t 
5. Sratute of limitation 7 

. .  . .  

~. 
~~ , ~ 

.~ . 
, I ,  

, 
~~ 

~~ , -  
~~ , .  

. .  
. .  

tnstructions ' This agency recommends drat the file series& cut ott at  thb end of each: 
. . .  , ] : , ~  I - '  , " I 

then. 
. 

,' :~ '-0 Cdlendar Year: a Fiscal rear; PI Other every s i x  months 
. .  

. . . ,  
I . , , . I . , , 

W Hold in the current files area month($) 1 ear($): then 

0 Sranffer to State 2emrds, Center; hold 

?. Transfer to Str te Archives for.permanent retention. i ' ~ 

I P3 Ransf!! to loql holding area, hold ~~ 

T rans fer  t o  dead stgrage, ho ld  4 years; then 
' . ' 'year(s); Ben 

. 
I 

I ' .  
. . .  year( I); then 

- -  , <  

. -  Sa, ,Cestroy. -, .~ 
i 

i 
I i >her fspecifvj 

\ 1 These instructions apoly to a l l  prior and future accumulations of the series. 

Recommendations in para- 
graph 12 are apwoved. ~ 

!If dkaoprcved, an& letter 
of explamtion.) 

I 
: 
I__._.._I-- -. -___. -_ - --- 
I 


